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General Pages 
 
Login Page 
 

Enter https://staging.mtfcounsel.com/wp-admin in the URL of your browser. 

1. Enter Username 

2. Enter Password 

3. Click Log in 

 

After logging in, it will land on the Dashboard page. 

Note:   

• Admin/backend URL will be send through email upon publication.  

• Once the website has been published, you may now access [admin/backend URL] of the site.  

 

 

 

 

 

 
 
 

https://staging.mtfcounsel.com/wp-admin
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Important Note:  
* Updating WordPress and plugins versions directly from the dashboard is not recommended.  
* Updates may vary and may disable/alter custom codes from the website. 

Dashboard  
 

 
 

All Pages List 
- Dashboard > Pages 
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Customize Page 
- Dashboard > Appearance > Customize 

 

 
Users Page 

- Dashboard > Users 
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Contact Forms 
- Dashboard > Contact Forms 
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Common Sections 
 

Header 
 
Logo 
 - To change the Logo - Go to Dashboard > Appearance > Customize > Layout > Site > Logo 

Image > Edit Image or Replace Image 

 
 

Main Navigation 

- To add or remove an item in the Main Navigation - Go to Dashboard > Appearance > 

Customize > Menus > Main Menu. 
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Main Navigation (Contact Us Button) 

- To add or remove an item in the Main Navigation - Go to Dashboard > Appearance > 

Customize > Widgets > Navbar > Navbar contact 

 

Note: Create a backup first of the code before editing. Copy and paste the code in notepad or 

word. 

 

Footer  
- Go to Appearance > Customize > Layouts > Footer 

- On the Customizer (Footer), click the element/s on the section you want to modify. 
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- Alternately, on the right side preview, hover the part you want to edit/modify and click 
the  

 

 

- Edit panel of the element will open. Then do the necessary changes.                       
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- Once done, Then click  

 
 

Note: Any changes on the Customizer (Footer), the Publish button will appear. If not sure for the changes made 

just reload/refresh the page. 
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Edit Home Page 
 

Visit Site 

From the dashboard, On the upper-left corner, on-hover of “MTF Counsel | Tax, Customs, 

Commercial”, kindly click “Visit Site”. 

 
 

Customize 

Home page will be displayed. Click Customize on the toolbar. 
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Builder 

It will redirect to Customize Page. On the side panel, click Builder. 

 

 

Customizer (Builder) 

Important Note: Clicking on an element will open a sub-panel with all style settings available to 

customize. To identify the elements within your website, just hover an item in the sidebar, and 

all its representations in the live preview will be highlighted with a blue border. And hovering 

any content in the live preview will be highlighted the element/s used in this specific part of 

the website. This gives you a hint as to which element/s to check in order to customize it. 

 

1. Home - Banner 

 



 

15 MTF Counsel by: iManila 

2. Mata-Perez Tamayo & Francisco (MTF Counsel) Is A Law Firm Established in 2013. 

 

 

To edit the background image, hover on the upper left of the element then click Edit icon. 
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Click the image then select an image on the media library. 

 

 

3. Practice Areas 
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4. Partners 

 

 

5. Latest News | Latest Article 

 

Note: To edit blogs/posts go to Manage blogs page. 
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6. Contact Us 

 

 

To edit the background image, hover on the upper right of the element then click Edit icon. 
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Edit Column 1 for image on the left, Edit Column 2 for image on the right. 

 

 

Note: Any changes on the Customizer, the Publish button will appear. If not sure for the changes made just 

reload/refresh the page. 
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Edit About Us Page 
 

Visit Site 

From the dashboard, On the upper-left corner, on-hover of “MTF Counsel | Tax, Customs, 

Commercial”, kindly click “Visit Site”. Then click “About Us” link. 

 
 

Customize 

About Us page will be displayed. Click Customize on the toolbar. 
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Builder 

It will redirect to Customize Page. On the side panel, click Builder. 

 

 

Customizer (Builder) 

Important Note: Clicking on an element will open a sub-panel with all style settings available to 

customize. To identify the elements within your website, just hover an item in the sidebar, and 

all its representations in the live preview will be highlighted with a blue border. And hovering 

any content in the live preview will be highlighted the element/s used in this specific part of 

the website. This gives you a hint as to which element/s to check in order to customize it. 

 

1. About Us – Banner  

 



 

22 MTF Counsel by: iManila 

2. A Little History Behind Our Firm 

 

 

3. Mission | Vision 
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4. Our Core Values 
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5. Member Organizations 
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6. Awards and Recognitions | representative Clients 

 

Note: Any changes on the Customizer, the Publish button will appear. If not sure for the changes made just 

reload/refresh the page. 
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Edit Lawyers: Partners Page 
 

Visit Site 

From the dashboard, On the upper-left corner, on-hover of “MTF Counsel | Tax, Customs, 

Commercial”, kindly click “Visit Site”. Then hover “Lawyers” link and click “Partners” link. 

 
 

Customize 

Partners page will be displayed. Click Customize on the toolbar. 
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Builder 

It will redirect to Customize Page. On the side panel, click Builder. 

 

 

Customizer (Builder) 

Important Note: Clicking on an element will open a sub-panel with all style settings available to 

customize. To identify the elements within your website, just hover an item in the sidebar, and 

all its representations in the live preview will be highlighted with a blue border. And hovering 

any content in the live preview will be highlighted the element/s used in this specific part of 

the website. This gives you a hint as to which element/s to check in order to customize it. 

 

1. Partners - Banner 
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2. Partners - Content 
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Edit Practice Areas Page 
 

Visit Site 

From the dashboard, On the upper-left corner, on-hover of “MTF Counsel | Tax, Customs, 

Commercial”, kindly click “Visit Site”. Then click “Practice Areas” link. 

 
 

Customize 

Practice Areas page will be displayed. Click Customize on the toolbar. 
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Builder 

It will redirect to Customize Page. On the side panel, click Builder. 

 

 

Customizer (Builder) 

Important Note: Clicking on an element will open a sub-panel with all style settings available to 

customize. To identify the elements within your website, just hover an item in the sidebar, and 

all its representations in the live preview will be highlighted with a blue border. And hovering 

any content in the live preview will be highlighted the element/s used in this specific part of 

the website. This gives you a hint as to which element/s to check in order to customize it. 

 

1. Practice Areas - Banner 
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2. Taxation - Switcher 

 

Note: Any changes on the Customizer, the Publish button will appear. If not sure for the changes made just 

reload/refresh the page. 
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Edit Resources Page 
 

Visit Site 

From the dashboard, On the upper-left corner, on-hover of “MTF Counsel | Tax, Customs, 

Commercial”, kindly click “Visit Site”. Then click “Resources” link. 

 
 

Customize 

Resources page will be displayed. Click Customize on the toolbar. 

 

 



 

33 MTF Counsel by: iManila 

Builder 

It will redirect to Customize Page. On the side panel, click Builder. 

 

Customizer (Builder) 

Important Note: Clicking on an element will open a sub-panel with all style settings available to 

customize. To identify the elements within your website, just hover an item in the sidebar, and 

all its representations in the live preview will be highlighted with a blue border. And hovering 

any content in the live preview will be highlighted the element/s used in this specific part of 

the website. This gives you a hint as to which element/s to check in order to customize it. 

 

1. Resources - Banner 

 

Note: To edit Resources Banner, from Dashboard > Appearance > Customize > Widgets > Top > Builder: Banner 

Resources page > Open Builder 



 

34 MTF Counsel by: iManila 

2. Resources - Content 
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Edit Publications Page 
 

Visit Site 

From the dashboard, On the upper-left corner, on-hover of “MTF Counsel | Tax, Customs, 

Commercial”, kindly click “Visit Site”. Then click “Publications” link. 

 
 

Customize 

Publications page will be displayed. Click Customize on the toolbar. 
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Builder 

It will redirect to Customize Page. On the side panel, click Builder. 

 

Customizer (Builder) 

Important Note: Clicking on an element will open a sub-panel with all style settings available to 

customize. To identify the elements within your website, just hover an item in the sidebar, and 

all its representations in the live preview will be highlighted with a blue border. And hovering 

any content in the live preview will be highlighted the element/s used in this specific part of 

the website. This gives you a hint as to which element/s to check in order to customize it. 

 

1. Publications - Banner 

 

Note: To edit Publications Banner, from Dashboard > Appearance > Customize > Widgets > Top > Builder: Banner 

Publication page > Open Builder 
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2. Publications - Content 

 

Note: Any changes on the Customizer, the Publish button will appear. If not sure for the changes made just 

reload/refresh the page. 
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Edit News Page 
 

Visit Site 

From the dashboard, On the upper-left corner, on-hover of “MTF Counsel | Tax, Customs, 

Commercial”, kindly click “Visit Site”. Then click “News” link. 

 
 

Customize 

News page will be displayed. Click Customize on the toolbar. 
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Builder 

It will redirect to Customize Page. On the side panel, click Builder. 

 

Customizer (Builder) 

Important Note: Clicking on an element will open a sub-panel with all style settings available to 

customize. To identify the elements within your website, just hover an item in the sidebar, and 

all its representations in the live preview will be highlighted with a blue border. And hovering 

any content in the live preview will be highlighted the element/s used in this specific part of 

the website. This gives you a hint as to which element/s to check in order to customize it. 

 

1. News and Updates - Banner 

 

Note: To edit News and Updates Banner, from Dashboard > Appearance > Customize > Widgets > Top > Builder: 

Banner News and Updates page > Open Builder 
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Note: To edit blogs/posts go to Manage blogs page. 

 

Note: Any changes on the Customizer, the Publish button will appear. If not sure for the changes made just 

reload/refresh the page. 
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Edit Careers Page 
 

Visit Site 

From the dashboard, On the upper-left corner, on-hover of “MTF Counsel | Tax, Customs, 

Commercial”, kindly click “Visit Site”. Then click “Careers” link. 

 
 

Customize 

Careers page will be displayed. Click Customize on the toolbar. 
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Builder 

It will redirect to Customize Page. On the side panel, click Builder. 

 

 

Customizer (Builder) 

Important Note: Clicking on an element will open a sub-panel with all style settings available to 

customize. To identify the elements within your website, just hover an item in the sidebar, and 

all its representations in the live preview will be highlighted with a blue border. And hovering 

any content in the live preview will be highlighted the element/s used in this specific part of 

the website. This gives you a hint as to which element/s to check in order to customize it. 

 

1. We Want You 
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To edit the image, hover on the upper left of the element then click Edit icon. 

 

 

Click the image then select an image on the media library. 
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2. Open Jobs 

 

Note: If you are editing an HTML code, create a backup first you may copy and paste the code on notepad or word. 

 

3. Our Offices 
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4. Know More About MTF Counsel 

 

 

To edit the image, hover on the upper left of the element then click Edit icon. 
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Click the image then select an image on the media library. 

 

Note: Any changes on the Customizer, the Publish button will appear. If not sure for the changes made just 

reload/refresh the page. 
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Edit Contact Us Page 
 

Visit Site 

From the dashboard, On the upper-left corner, on-hover of “MTF Counsel | Tax, Customs, 

Commercial”, kindly click “Visit Site”. Then click “Contact Us” link. 

 
 

Customize 

Contact Us page will be displayed. Click Customize on the toolbar. 
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Builder 

It will redirect to Customize Page. On the side panel, click Builder. 

 

 

Customizer (Builder) 

Important Note: Clicking on an element will open a sub-panel with all style settings available to 

customize. To identify the elements within your website, just hover an item in the sidebar, and 

all its representations in the live preview will be highlighted with a blue border. And hovering 

any content in the live preview will be highlighted the element/s used in this specific part of 

the website. This gives you a hint as to which element/s to check in order to customize it. 

 

1. Map 
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2. Contact Information 

 

Note: Any changes on the Customizer, the Publish button will appear. If not sure for the changes made just 

reload/refresh the page. 
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Manage Blogs 
 
Add Blog 
 

To add new article, go to Dashboard > Posts > Add New 

 

 1. Title 

 2. Content 

  3. Category – select the appropriate category 

4. Featured Image 

5. Publish 

 

 
Add Blog Page 
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Edit Blog 
 

To edit an article, go to Dashboard > Posts > All Posts  

 

- Then select the article that you want to modify. 

 

 
Posts Dashboard 

 

 

Edit Blog 
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Form 
 

Contact Form 
 

To add email recipient in Contact Forms, go to Dashboard > Contact  

Select the form that you want to modify (ex: Contact Us - Form) 

 

Click “Edit” link below the title of the form.  

 
 

- Click on the “Mail” tab. 

- On the “To” field  you can type in multiple emails by separating them with a comma. 

- Then click “Save” button to update. 
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Manage User 
 
Add User 
 

To add new user, go to Dashboard > Users > Add New 

 

 1. Username 

 2. Email 

  3. First Name 

4. Last Name 

5. Password (Auto-generated or own) 

6. Role 

7. Click Add New User 
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Edit User 
 

To edit a News article, go to Dashboard > Users > All Users  

 

- Then select the user that you want to modify. 

 

 
User Dashboard 

 

 
Edit User 

 


